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, ' This "Orientation to Public Service** serirt is one of^a^t of riine student centered books designed to acquaint high school 
students with basic information concerning career^ in public service. Each book.addresses itself to either a major occupational 
group in public service or an important supplemental area of study necessary to the understanding of public service. In addition 
to the student centered materials found in this book, a teacher''s guide outlining how this book can be used in a course setting 
has been developed for the potential user. ' . / . * . ^ 

The "Orientation to Public Service" course is the fir§t iaa series of three courses deve[pped*as a comprehensive, approach to 
vocational skill development in Public Seryice for Georgia High Schools. While ma^terial^ in tKis course are valuable to the student 
without benefit of the remaining two courses in the serieg, a student ovould normally enroll in "Preparing for Public Service" and 
the ."Public Service Community Skill Development'Program" subsequent to the Orientation dourse. 

As with all curriculum materials and guides, the information contained here is a beginning point. In order for this course 

to effectively meet the needs of each individual student, the user cnUst adapt to local and individual student needs. As such I maW 

~a~strcmg^recojTTmendation that extensive use of the curriculum*^uides be used with the materials. Included in these guides is a 

wide range of suggestions for helping .these materials meet the local classroom teacher's needs. - . - - . 

. - . ^ * 

This materialjA/as prepared by the "Applied Program of Publrc Service" under a direct grant to Gwionett County 5chools 

• ... --^ 

from the Georgia State Department Office for Adult and Vocational Education (OAVE). OAVE is presently- under the direction 

of Dr. RusseU Clark, Assistant Superintendent for Adult and Vocational Education Programs. • ' 

In thedevelopmenj of these rhatefials special consideration should go to Mf-s. Melinda Skiles. Her tirelessVfforts in evaluating ^ . 

these materials for.theic useability by the classroom student, has been invaluable. . • • ' 

■ <^ ■ . • ' ■ . ■■ ■- ■. 

•J Daniel L. Cowart . • . . ' ^ ^ * 

Project" Coordifiator and Operations Director ' / 




EDUCATIONAL SERVICES. 
, Introduction to Job Families 



This packet of information has been prepared to help you know more abouf the major occupatignaj^group, Educational - 
' Services. Generally, jobs are related to the devefopment of an individual's abilit^es and interests, whether in schools, libraries or 
museums. Educational Sen/ices have the responsibility in many ways to make sure that all peopte have the^chancp to have the 
skills and information (knowledge) essential to making our d^mocr^tic system of government work. Thej:ulminating activity » 
serves as your summary exercise for all the sections in this packet. ' * . / 



WHERE AM I GOING? 



/ 



By the time I finish this basic introduction, I will be able to identify three job families in EducJtionat-Serviees^and indicate 
the kind of work done within each family. I wilJ be able to explain general objectives of education^ar^d how education is organized 
in the United States. I will be able to name some different types of libraries. ' 



HOW WILW I GET THERE? • 

1, Read the-nniaterial provided on the fbMowing pages. 

* i 

2, Prepare a one-act script 



HOW Will i knov^t r. . 

I will take the Self Check Activity. 

I will prepare a script, monologue or dialogue (tike 
Welcome Back Kotter) and performing or producing 
the roles typically imagined as part of education. ^ 



3. Complete an introduction to Education. 



I will complete the 3 introductory activjties. 



• ♦ INTRODUCTION TO JOB FAMILIES . - 

Welcome tcugducational secv/ices. You Jiave selected a very rewarding area of human effort to investigate. It is rewarding (as 
are most joJds in pi>bUc service) because jt provides the opportunity to see people benefit from what y^n do. Whether it is teaching 

a littple child to tie shoes or discussing a term paper with ^ college student, tj^e feeling is the same. Educational Services are occupat- 

* * ' ^ « - ' 

ions which atlow you to dd something to help people do for themselves. ' > - • ^ 

Educational Services Is one of the major occupational groups in the Public Service Cluster. There are estimate^ of as'rpany . 
as four to five million people holding jobsias^professionals or as para-professionaT^. iVIany other individuals work qr, teach part time. 
Jhe three job families th^%tere included in this occujDational group are education, libraries, and museums. » 

. • ^- ^ ■ ■• . ' • 

Teaching is the largest of the professions with about three nfiNion full-time men and women working as teachers in elementary 
schools,-middle or junior high schpols, high sch|ool^, technical schools, colleges and universities. Believe k or not, it doed not in , 
dude those scientists, physicians, accountants, and others who teaclj part time. There are also many skilled workers and craftsmen 
who instruct part-time In vocational schools whqare not ijjiclu<ded in the four million figure/ ' . " 

^ ^ ^ / , . ; • ^ 

More and more people arfe turning to education because it is a rewarding experience. As mor6 people enter* the field, the avail- 

r » r- 

ability of positions in teaching has d^creased. Competition for jobs has become increasingly intense in education and you should- 
Yealize that you will ne^d to have a good academic record in order to be assur/sd of a career in this flefd. 

The Job Families ' ' > - , 

As you have probably already figured ogt the EDUCATIONAL SERVICES GROUP tfies togive everybody a chance to reach 
his or her. full potential-help them be p better citizen with thfe knowledge and skill i\ecessar>^ to-Keep'o^r way df life going, Each of 



the families helps the persoii acquire new. skills or knowledge and continue his or her growth anddevelupment. 

: ♦ / . . ■ *A ' " • ' • ^ • • > • 

However,, if you think the jobs in educational services are'^only teaching positfons you are v^ro'ng. V\ person working ih^du-\ 

cation might work in a school as a teacher or he or she might be a librarian, superintendent,,^ princip^al, a museum 'curator, an aidey 

* j»' . ' * . ^ 

a researcher, or one of mcmy different positions. These j'obS'and how you get one will^be discussed in this MOG. 



Education^ The teaching area of education is the larges-t and is divided into public and private edgcation. Since we are ^ 
dpscussing public service positions, the priva^te institut[on will rtoX be discussed. Every stpte but one in the U. S: has a compulsory 
school attendance law which nnean? everybody gpust go to school until a certain age. Therefore, ever^state, CQunty and tOwh is 
/ ^ involved in thfe teaching family 6f Ecjjjcational Sen/ices. ^ ■ \ 

' Public education is divided into four levels or groups* pre-elementaFy,'elementar.y, secondary, and higher education. Most 
. . * of you reading this ha\/e>3lready been a part of atteast two of these groups and maybe even three. ^ - ' 

/* " . ' • • " • ' • * ' ^ 

You probably remember or know somebody who was a part c^f pre-elementary education. Did you go to kindergarten? 
How about nursery .school? Your nursery .school tried to h^lp you develop social, moral, emotional, and psychological maturity. 
The kindergarten wanted you to (i^ady for thfe first grade and continue with the progress made in nursery school. 

"Elementary .school was next. Here you were in the first to' fifth grade. (I n^some areas elementary school goes up to the 
eighth ^^rade.) It was here you learnecj the basics needed to go on to junior high or to high school. 

Junior high and hitgh school are other names for secondarySchools. You might be getting ready to go iato a trade, or you 
might betaking courses so you can go to college. In each case the secondary schools are t^/ing to meet your needs. 

Teaching does^not end after l^igh schoqk y,^calioaal schools, junior colleges, adult anCi- continuing education, community 

^ colleges, aniversiti^^nd colleges are all me^efs^of the highec jsducation group. Vou might be in one of these at some -time. 

. . ' " ' . * ' ' ' '-'^ . ^ . . . - ^ ' , ; ^^^^^^ ^ > ' 

Federal, state and local involvement in the public education system i^s usually described according to the role eachf plays. ^ 

At the federal level there is an agency known as the Olffice of Education that has the responsitrility to gather and analyze statistics 

and facts about many kinds of. educational activities. The Office of Education also distributes arjd administers monies foredu 

cational grants, gives advice on organizing and administering schools and school programs, aQd improving-ways of teaching. There 

are jobs both in Washington, -Q. C. and around 'the country related to the federaf involvement in education. For example. The 

'Federal Office of Education fdr-the eight Southeastern States is located in Atlanta. , - . ' 

-The United States (Constitution leaves the mam responsibility of education to the States. There is usually a State Board of 
Educatiori (^eorgia's is compose(l of ten people appointed t>y the governor J which nnakes the policies for the ^tat5. The superintendent 



ERIC , • - i 



of thiB state's schools is the top paid leader for the 'schpols in a state. He is the head of the state departm education or in- 
struction, which includes staff to serve and provide leadership and assistance. . // , 

V ^ . ' ' ' . • ' ;^ ■ ' ' . ' 

Local agencies are often the county foiain of local goverriment. A local board of education supports and controls education. 
Pplicies and directions for operation of the local school system are made, budgets or funds forpperation are agreed on, and tax ^ 
rates are set to support the schools. The local school district (system) board supervises the superintendent and others on the staff. 
Jobs at this level include superintendent, assistant superintendents, supervisors, principals, teachers, counselors, librarians, psy <^ 
chologists, aides, custodians, bus drivefs^coaches, secretaries and so forth. The local district has the direct responsibility to implement 
the educational programs. Local property taxes pay mpre than half the cost, of operating schools. 

Libraries, The main purpose of libraries is to have collections of maferial available to the public in a way that makes their 
selection as enjoyable as possible. The staff involved in these jobs assist people in understanding where certain bodks are located and 
help them find a|d utilize the materials. Library personnel are responsible for selecting materials that be of interest to the 
people in their Community. These item;5 vVill be different depending on where you live. Once a bo1>k^or piece oT material is selcted 
it must be processed, classified, catalogued, displayed, and made available to the people. These duties are all performed by mdivid . 
uals in the library an'd musfeum family. " ' ; , • 

Th.ere are many different kinds of libraries. You are familiar witt^^e public library and your school library. There are also 
county libraries, college and university libraries that are more for people involved in research, and special libraries thaj^jjften provide 
supplementary material^ on specialized areas. ^ ^ > ^ - 

1. Public Libraries, offer fictibn, non-fiction and reference bboks. Ttiey are open to residents of a 
community, and are supported by public funds. They also offer suCh additional resource Jnaterials 
as newspapers, magazines, records, art prints, and fifms. ^ ' . ** 

a. County Libraries are usually/eferred to a^ branch libraries ^rthe community. . 

b« StatiB Libraries, vvl^icH are maiotaiiied by state funds and contain specialized selections bf 
^ materials made by Staff members. . 



3. 
4. 
5. 



School Libraries, which provide instructional, generat and cultural reading material for the schools. ^ 
These are established and financed by the school district and are available primarily for the use of 
students and faculty. ^ ^ ^ ^ 

College Libraries keepjinstructional and research material, and books for faculty and students. 
Special Libraries provide material for special organizations, ^uch as trade groups or professional groups. . 
Library of Congress is a Federal library located in Washington, D. C. It contains a copy of nearly all 
legitimately published books, newspapers, magazines, etc. It houses a large microfilm resource for . 
research and other specialized use," 

Museums. The third job family is l\^u^seums. ^ It is the smallest of the Educational S^/vice job families and offers the fewest 
-joUs for the beginner. Museum work is quite similar to libraries. The major differ^ncfe is the materials each uses. Ubraries know 
about books and printed materials. Mqseums are concerned with such things as works of art^, furniture, stamps, .guns, cars or 
anything else of concern and interest to a special group.' * < ^ ' 

Most libraries and museums are opeci to tl^^ public to provide the service of cultural enrichnnant and entertaiTVnent. Put)(ic 
musei^ms- attempt to have collections that will interest a majority of the people,, hovvever, specialized museums will collect qrf 
particular'artist, the furniture of one century, or any othei* special collection^. 



16 



17 



Activity 3^ 



V 



Do riot write on this form. 



Objective:^ I will check/iny understanding of the reading. 



Materials: This self check. 



ACTIVITY 


• 

• This set of questions will assist you in understanding the ternns used in. this section. 






Self Check 




Match the terms in Column A with the appropriate definitions or examples in Column. Use all answers one time each. 

■ ■ • - ' 


1. 


• 

museums 


a. ' 


Collection of rare autos 


2. 


elementary and secondary 


b. 


This job family contains the largest of all professions. . 


• 3. 


carpenter and electricians 


c. 


Contains Ja\|^"booi<^ 


4. 


librarians 


d. 


Not included inlhis major occupationargroup 


5. 


pre-elementary schools 


. e. 


These' people can find you a microfilm 


6. 


community library 


f. 


'Tyyo subdivisions of the job family of teaching 


7.- 


special library ^ ' ^ 


g- 


These persons work at their special ities-but might teach 


8. 


special museum 




.part time 


9. 


teaching 


, h: 


Contains books and magazines of general interest 


10. 


libraries and museums 


1. 


This job family offers the fewest entry level positions 


11. 


employment counseling 


j. 


Sources of information for personal development, 








education -and entertainment 




I- * ' 




jMore involved with social development than with 








academic specialization and knowledge 


How will 1 know I've done it correctly? » . 


. 1 will check my answers with the answer sheet. , 



I • ' - * 

Activity 2 * Do .not write on this form. 



Objective: *l will identify highlights of interpersonal activity in education. 



Materials: Imagination, effort, pen and^paper. 



ACTIVITY 



4> 



Prepare a script or wnte^a one-act^lay that, like, "Welcome Back Kotter",^ill illustrate at least one more-truth- 
than-fiction episode in the life of any educational services job. It does not have to^be hpmorous but should be at least 
five minutes of prepared staging whyi complete (aL.maximum of fit^n minutes).^ You might think about some things - 
whichJiave happened in your ovyn classes. r • 

How will I know I've done it correctly? . . *}' w'" show m/ teacher my script, \ might pe^fortri my pipy for the clc||^ 



/ 



4^1 



Activity 3 



Do not write on this form. 



Objective: I will become familiar with education related attitudes^d ideas by reading and listening to certain selections. 
* « * 



Materials: The listed resources. 
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ACTIVITY 



here is a hst of three prejimTnary or explanatory suggestions to' introduce you to the MOp'Educational Services. • 
You do not have to complete them in the order they are listed, but you .are expected to do them all. 

1. Select, read and prepare a short review of a book in the field of Educational Services. There are a number avaifablt 



in the APRS ©f^ice: 



> 



The Water is Wide by Conr^y ' 
^ The Efliptv Spp'on by Decker 

Up the Down Staircase by Kaufman 

The Classrooms of Miss Ellen Frankfort: Confession of a Private School / , 

Teacher by Frankfort . , 
' To Sir With Love by Braithwaite' 

However, if none are available, in tHe office, check with the Librarian about other possible choices. 

Listen to thexTassette tape of "Close Up of ajeacher" for the attitudes and qualities that make that person a good 
teacher. Make a list of theses and compare the-qualities.for the teacher on the cassette with your four highest scores 
on the Values Appraisal Scale which you completed m "Decision Making". A small chart or table would be helpful. 

Develpp a \tsX of local -colleges or universities which grant degrees in education. Using^copy of A Comparative 

. Guide to American Colleges look up the requirements for entrance to at least twd of the colleges. Make a chart or , 

♦ 

table to compare the entrance requirements with the courses you have completed at North Gwianett. In the last 
column, list those subjects yoiJ must take to get in that college. . (See sample) ' 7 



8- 



231 



College =1 ( College 2 



/ 



SAT Scores 
l\)eed?5d 



High School ^ 
Education ^ Subjects which 

Areas ^ might bo ^ 

Offered ' » helpful. 



How will I know I've dpne it correctly? . . . I will turn in my boo1< reviewjist of qualities and colleges 
investigation to my teacher. ■ 



X. 
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EDUCATIOINJAL SERVICES 
Functions and Duties 



Workers m jobs that are part of Educational Services are active in a variety of assignments, t>iat vary according to the job 
family and the level of education. Teaching includes workers at the pre-elementary school level, elerjientar.y school level and 
secondary school level. Para-professionals in all three job families function largely in clerical, instructional assistance, and house- 
keeping duties. 



WHERE AMI GOING? - - ^ 

I will be able to identify the types of work (functions) performed by workers in each job family in the Educational Services 
MOG. Job activities of both professionalsWnd para-professionals will, be included in the information and activities. I should be 
able to Gorppare the.different duties of workersjn educational services. 



HOW WILL I GET. THERE? 

1. Read the section in this packet on functions an'd duties. 

2. .Observe a worker - 

3. Write letters Teguesting information. 

4. Read Vocational Biographies . ^ 

5. View filmstrips on Careers in this MOG. 



HOW WILLJ KNOW . . . 

I will completfe the set of self-check questions. 

I'will plan and. complete a Shadow Study. 

I will use the information to comjSlete this MOG. 

I will answer a set of questions on the Biographies. 

I will answer a set of questions on the filmstrips. 



•FUNCTIONS AND DUTIES 

TheJocal hamburger stand has the manager and the counter help. The corner gas station has the owner dnd the yenerdl 
help. . The downtown department store has the manager and the clerks. The areas in education dre the burTie ds uther businesses 
when it comes to jobs and job responsibility. Sorr^ebody is responsible for the Overall success of the business In the Cdse of the 
schools, it is the superintendent,, in the library, it is the head librarian, in the museum, it is the director or curdtor Of the museum 
Working for these people are different individual with different interests and different quahf icdtions^^ Their jobs dnd job re 
quirements will be discussed here. • , . , 

/ • . ' / ^ - . • 

Workers in Education. General/oles forpre-elementary (such as kindergarten), elementary ^nd secondary schools may be 
helpful as you examine the functions and duties of workers. Pre elementary schools help teach children to be awdy from home 
, They try to create an interest in school in hopes of helping children <^esire to learn. This is done usually through drt, stories, 
music, and play. In these groups, as well as in the elementary school,. the teacher usually stays with the same group of children 
all day. These teachers or workers must be aware of all th§ children's needs including acadernic, play, social, and medical. A good 
overall academic background and experience in working with young children are helpful. 

Elementary schools are usually the child's f rrst look at academic subjects such as reading, writirig, arithmetic, and spelling. 
One 'teacher often teaches the same group of children all day and must be able to teach all subjects, (n some schools speci^ized 
teachers 4h physicaTeducation, art, and music will help part of the time. 

In most secondary schools many subjects are offered. The student moves from one room to another and the teacher is 
usually well infori;ned in his particular subject area. Each teacher teaches several different classes, make's teaching plans and does 
other related tasks. ' ... , s 

Ypucan see that different requirements are needed to teach at the different levels. In- the early grades most teachers deal * 
• ' / 

with the sfime group of children all day and must meet the needs of these students in all areas including academic teaching, play 

^\ ' V 
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times, and soqial experiences. In the higher grades the teacher can usually "be a speciahst in one particular area. Your history ^ 
teach^probably teaches Qnty history and your math teacher probably teaches only math and science. At the college level teach- 
ing is more specialized and advanced degrees, such as aViaster's degree or Ph.D. are required. 

As you have gone through school you may have worked with a teacher's aide up instructional aide. These people are 
also a part of Educational Services. They are called pre-professionals or "para-professionals". They help the teacher in non- 
teaching duties. They are very im'portant because they free the teacher to concentrate more on the job of teaching. Thes? aides 
might help the teacher in preparing and cleaning up the room, obtaining supplies, setting up labs, passing^out supplies, and . * 
arranging seating. These duties are called "housei^eping duties". They nnight help in "clerical duties" such as tailing atterfelance, 
l<feeping roll books and health records, assisting in the school office, filing and sorting, 6r a var^ty of other clerical duties. They 
often help in "instructional assistance" which usually takes place after the teacher has introduced a lesson. The aide might 
perform individual tutoring. Kelp plan and supervise study halls^ take charge of one sectionrof the class t^ allow the teacher to 
work -with a small group, provide assistance in art, music and physical education, work with students who have been absent, 
counsel students, talk with parents, and many more jobs. As you can see, a job as an instructional aide cah be a very rewarding 
and fulfilling career. 

Workers in Libraries and MusQums. 'Although a college degree is usually required for positions in museums and libraries, 
many pre professional positions are becoming available. These pre professional jobs require less training th^n do the professional 
jol^^These-positioi^do not come with the responsibility of professional positfbns^bu^hey do offer people interested in 
library and museum work the^chance to work in the field. 

. The duties o^he professional will vary with the size and type of library or museum you work in. Duties usually include 
providing mfoirnation to those using the facilities. You fViight assist readers in locating materials.' You could vyork in classifying 
and Qataloging materials, publicizing services, researching the interests' of the people served,and providing research and reference 
services to various groups. In addition, you might be called upon to prepare bibliographies or review and abstract materials. 

Remember, there are some jobs available in the museum and library area that do not require college degrees, however, in 
x^rder to advance in this field it will be necessary ^to obtain- these degrees. This is a very interesting area in whfch to work and 
offers the employee an opportunity to learn a^out a number of different subj^ts. \ ' . 



Para-professionals (usually referred to as aides or para prof^sionals in the schools) do their jobs under the direction and 
supervision of professionals. As a para-prof^ssional you may be rcjsponsible for checking out materials, shelving those returned, 
maintaining files of articles, arranging displXs and some cataloging of materials. You may also have responsibility for audio- 
visual equipment, instructional aids, such a's reading devices, and training for some clerical and pre-professional staff. 

The duties and functions that workers will have will be set by the management and staff of each school, library or niuseum. 
Sometimes you will be assigned vyork with one other person. At other timeTVou may work with a number of different staff. 
Regardless, the work hours are usually in the day in a fairly pleasant environment., . * 
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Activity 1- t)o not write on thif form,. 

» 

Objective: I will check my understanding of the reading by taking the self check. ' ' • 

Materials: This self check. 4 

» 

Part I - Short Answer Questions ' ' 

1. Readinessior academic studies is provided in the level of education where emphasis is on creating interest 

in learning. ^ " 

^ 2, A master's degree or Ph.D. is usually required for those who teach at the le\Ael of Education. ^ • |^ 

♦ 3, Teachers who specialize in one subject .a|ea are usually fgund at the - level of education. 

* 4. Professionals in.education, libraries'^ and museums can devote more of their tirrie to their area bf specialization because 

som^ of their support tasks are performed by people with less training; these helpers are known as' . 

— ' - ' * , •\ ^ 

5. A person who would like to work in one of the job families in Educational Services but who does not wish to go to college 

• ' can enter at the level and perform valuable support services. ^ 
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6. A hard working high school graduate can become head librarian without going to college. True or False? 

7. A teacher's aide can become ^ professicmal teacher vyithout going to college. ThJ^e or False? ^ . 

8. Teachers at this level work with the safne group of students aU day. 

9. ^_ and i_ are two examples of "housekeeping duties" which might be performed by a teachers 

aide. * 1 . ' - 



10. "Clerical duties" in a library might include ' and 

i 1. With assistance from the teacher, a teacher's ajde mig1i'f<lo which of the following: 

a. supervise a study hall or lunchroom * , y V 

* b. take charge of one section of the class while the. teacher works with a smaller group , 
c. work with students who have been absent 
f, 1-^, J . d. help supervise a field trip 

e. all of the above 

f. none of the above 

g. alTbut d 
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12. Who would be mo^ likely i^^perform the followi/ng^ tasks? * ^ ^ 

(1) professipi^al (2) aide J , 

(enter 1 or 2) ' 

a. select paintings for a museum ^ 

b. help a person checkout a book on loan from a library _^ 

c. teach reading - 

d. clean erasers . . . , . 

e. noj have .a college degree ^ , ' ^ 

f. file library cards 



g. put away art supplies 



Part II — Summary Questions 

.\ %. 

1 . Name at least three types of duties performed by entry^ level workers in Educational ^Services jobs. Give two or more 
examples of each type duty. \^ , ^ . , 

2. Name the three jot) families generally id^entified-in Educational Services. Describe the major activity or work of each 
family. 



How^ill I know Tve done it correctly? . . .1 will ch^ck my answers with the answer $he6t. 



Activity 2 • * 




"Objective: *l will identify functions and duties of workers/ 
Materials: ThisMOG. . - . 



Do not write on this form. 



ACTIVITY 



Shadowing meaps that you will select a person to follow^ and watch as if you were thaf persons shadow, while he or 
she goes about a normal day's Work. Spend a period, a half .day or a day - after you arrange with your instructor for 
Tiecessary permission - following dt least oneperson in teaching, libraries, or museums. Do not interfere with the person's 
operation of .their work schedules; be as ingonspicious as possible. ^ 

Ob5&rve the person to see if you can identif/thejunctions and duties of their job.- The following suggestions may 
help you -organize your observations*. • ^ ^ ^ • * 

1. Name and describe work activities that seem important to the (ob. ^ * ' 

2. What skills appear necessary in thajobr observed? Can they be developed? , . ^ 

3. List problems that happen in the \6b situation you are observing. ^ ' • 

4. How were most prpblems solved? 'Were they new problem solutions? 
- 5. ^Describe a typical day,for one person. * - * ' 

6. ' Prepare a summary of your observations. One sample is sh(i^vn below. 



Job Family Observed 


Skills ^- — . 


Problems, 


Work Activities 


1. 








2. 




> 




3. 









y 



Sample Summary Chart 

How will I know I've done it correctly? . . . I will turn in my completed shadowing form to my teacher for review. 
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Objective: I will add to my resources in this MOG by writing letters requesting Information. * 

V. 

Materials: Paper, pen, envelope, Vocational Biographies list of local agencies, and Jetter writing form(obtain from your teacher). 



ACTIVITY 



Incrder to complete this activity you will need \o do the followilig things: 

1. Go to th« resource table and locate the list of local agencies 

2. From that list select aaagency to write for infbrmation about this MOG. 

3. From the back of the 2 Vocational Biugraphies.you read, select 2 agencies to write for information on this 
MOG. "S, . ■ 

4/ Follo.wing the form in your workbaok, write a letter to each agency requesting information on this 
. MOG. • 

5. When you receive the information from the agencies^ place it in a folder and keep it with your MOG packet. 
You will be using this information to answer questions and to prepare displays. 



How WiH I .Know I've Done it correctly? ... I wilt complete a letter and have my teactier check it for accuracy,. I 
' williile the information which I receiv^ and use it ii^ other activities. 



Do not write on this form. 

Activity 4 - . 



Objective: I will become familiar with some basic things about Educational Services through reading about the lives of some 
actual workers. ' ^ - * 

^ Materials: Vocational Biographies on Resource Table*. * i 



>ACflVITY 


This activity will help you to better understand some of the things you will read in the packets. 


1. 


Go to the resource table and select the Vocational Biographies for this MOG. 


2. 


Read at least 2 of the biographies. 


O 


Answer the questions on the form provided* Answer a separate set of questions for each biography read. You 




shoufd haveat^least two sets of questions. 




NOTE: The Vocational Biographies are kept in folders 5n the resource table. Each folder contains all the 




biographies for a particular MOG . 




Biography Questions 


' 1. 


Job Title 


2. 


What kind of education Ts required for this jpb? ^ % - 


« 


high school technical school 2 years College ^ 




= — 4 years colleqe advanced deqree nther (write in) 


3. 


Is this a job which often requires after hours or overtime work? yes ^no can't tell from biography 


4. 


Persons with this iob title work alone. work outdoors. work in qrouDS work 


• 


indoors, travel, direct the activity of other workers. ' use tools 


5. 


Would you like to have this job? yes no 




(Write 6 sentences for each) ' ' / 




Why ^ • 




Why not ' ' ^ 


How Do 1 Know iVe Done it Correctly? ... 1 will have my teacher check my answers. ' 
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Activity 5 

Objective: I will view an introductory program in order to gain an orientation to the MOG. 
IVIaterials: Film on Careers in this MOG, Audio vance viewer. 



Do not write on this fprm 



ACTIVITY < 



This activity is designed to help you learn, some basic things about careers in this JVIOG. 

> 

t. Go the the resource table and select film/cassette set or sets which goes with this MOG. 

/ 

2, After you have prepared the Auto-Vance for Viewing, read the Introduction to the Film/Cassette program 
which will be found in the inside pocket of each package. 

•3. View the Film/Cassette program. 

4. Answer the questions for each Film/Cassette program. These questions are included in your workbook. 

5. You may vie\y the prograiYi as many times as you wi^n order to answer the questions 



How will I know I've done it correctly? . . . Take your completed answers ta your teacher for review. 
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EDUCATIONAL SERVICES 



Worker Qualifications and Career Ladders 



Career ladders, lattices,and hierarchies are all terms to let you know what j^bs are at beginning levels and the steps that are. 
usually necessary tp gain a higher level of responsibility and pay. They show the various steps to the top. Worker qualifications 
simply^efer to what you must do to be eligible for employment on a certain job. A major part of selecting a job is knowing 
the likelihqod of advancement or the chances for pr(^motion. These are often relate^ to qualifications such as age, educatiorf and 
previous experience. 



WHERE AM I GOING? 

It is quite helpful to be able to evaluate your own qualifications for entering a field of work and to recognize the opportunities 
for advancement^ You should, also, be able to identify pre-professional entry level jobs in the education, library and museum 
iflb. families to be sure you qualify. / i * . . 
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HOW WILL I GET THERE? 

1. Read selections identified in outside resources • 
' and study the material in this section. 

/ ' ■ ■ ^ 

2. Discuss possible interests wfth ot^ier teachers, 
library persons, and adults who work in the 
three job^families you are investigating. 

3. Research inf orfnation in this MOG. 



/2, 



HOW WILL I KNOW ... BY 

I will complete'the^lf check. 



I will complete the study activities that include practice^ 
on key concepts or ideas. 



I will prepare or use job cards. 
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WORKER QUALIFICATIONS AND'CAREER LADDERS 

If you have ever been job bunting you may have been told you can't have the job because you are too young. There's a 
good chance^ou ve been ^old you have to have a high school diploma. In either case there are qualifications the employer has 
put on^the job and in most cases he or she won't bend a bit. Because of the high number of applications for many positions in the 
government, officials have tried to develop a fair way to pick who will get the job. In many cases the way-this- is done is through 
an entrance exam. One other way is the amount of formal education a person has (diplomas, degrees, ant/ :ertificates). 

For example, in order to be a teacher you must have a college degree. Vou nriay have been a babysitter for ten years, eight 
hours a day, but this is not sufficient. You might know how to handle children, but not be familiar'with teaching techniques or 
the preparation of educational materials. 

Many people argue that certain requirements are not fair and this argumeiit might be true, however, this is not the point. 
You must keep in mind that there are requirements and if you are interested in filling one of the jobs you will have to meet the 



requirements. ' ^ 

Qualifications. Each of the three families rn EDUCATIONAL SERVICES has a worker that we will call the "professional' 



in the field. There is the teacher who is required to have a college degree and who often has a masters degree and, in some cases 
a Ph.D. in library work, the professional librarian must have^ master's degree from a college or university library school. I 
' museum work, the curator usually haS at least a master's degree and, in many cases a Ph.D. 



jhere are many people who work above and below the^eacher. The easiest way to see what positions are available and the 
requirements needed to be in one of these jobs is to study figureJ. > 
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Educational Services: Worker Quafificaticmj 

education ' . ^ 

Minimum Preferred 



Superintendent 


Masters degree 


Ph.D. 


Principal 


Master^ degree 


more graduate sqhooljef Ph.D. 


Teacher 


College degree 


Masters degree 


Teacher's aide 


H, S. Diploma 


some college 


LIBRARIES 


Minimum 


J' 

Preferred 


Librarian 


Masters degree 


more graduate school or Ph.D. 


Library Associate 


College degree 


Masters degree 


Library Technical 
Assistant 


' some college 


College degree 


Library ^Clerk, book- 
mobile driver, cir- 
culation desk worker 


H. S. Dipfoma 


psome college 


Library trainee^ or 
atde 


n. o. uipioma 


some college 


MUSEUMS 


Minimum 


Preferred 


t^urator 


Masters degree 


' Ph.D. 


Museum Associate 


College degree 


Masters degree 


Mi^seum Assistant 


some college 


College degree 


Museum Aide 


H. S. Diploma 


some college 




Figure 1 
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'It is possible to enter any of the three Educational Services families'with a high school diploma an^ advance some. There 
comes a point, however, when you can not advance any further without meetif^ certain requirements. If you are interested 
in any of these families know the requirements and work to meet them. 

Career Ladders. Tt is very important for you to begin deciding where you want to be ten years from now. You should 
iet goals' and make plans to reach these goals. Just as there are many roads you can take to get frpm one city to another, there 
are many directions yo^can take in planning a carter. You might go straight from high school to college and stay in coHege 
until you have a Doctorate and then begin teaching. On the other hand, you might leave high school, become an aide, go to 
school at night, receive your degree, begin teaching and work on a Masters degree in the summer and continue your education 
while you're teaching. There is nothing wrong with either plan. Just don't getyouself in a position wh^re you cannot move 
up just because you don't have the formal education. 



The following pages are charts or figures that show you what formal Education you must have to reach a cert^n position 
in relajion to the career ladders or staff hierarchies. Look these over and see where you want to go. Good Luck. 
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Staff Hierarchy in Education 



Educa'tiori Requirement 

Masters/Doctorate degree 



Master's degree 



/ 



College degree {minimum) 



H. S. Diploma 



\ 



, Position 



Superintendent 



Associate Supferintfendent 



Assistant Superintendent 
or Area Superintendent ' 



/ 



Directors, coordinato^;^rincipals, 
and other support professionals 
arid administrators 



Teachers 



Aides and Paraprofessionals 



X 



\ 



Figure 2 
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Educational Requirements 

Master's deg^ 



Staff Hierarchy in Libraries 

Position 



College 



Some college or» technical training 



H. S. Diploma 



\ 



Librarian 



J 



Library Associate 



Library Technical Assistant 



Library Clerk (Book loan, Book- 
mobile, Branch, Qirculation, etc.) 



Library Trainee or Aide 



Figure 3 



Educational Requirements 
Master's degree 

College * 



Some coNe^e (minimum) 



H. S/Diploma 



Staff Hierarchy in Museums 



Figure 4 



Position 



Curator 



Museum Associate 



Museum Assistant 



Museum Aide 



Activity 1 



Do not write on this form. 



Objective: I will^check my understanding af the educational requirements outlined in the reading. 
Materials: The.self check form. k ^ 





ACTIVITY 



From the list of qualifications below, select the appropriate letter codeW each of the 
listed and-place in the appropriate blanks. 



Part I Instructions: 



Qualifications: 



positions 



a. 
b. 
c. 
d. 
e. 



high school diploma 
some college 
college degree minirhum' 
masters degree minimum 
frequently a Ph.D. 



Position 



1. 
•2. 
3, 
4. 
5. 
6. 
7.^ 
8. 
9. 
10. 



Museum curator 
bookmobile driver 
' librarian 
school librarian 
associate superintendent- 
curator 
museum aide 
principal 

library technical assistant 
superintendent 



How will I know-IVe dotie It correctly? 



Qualifications 



I Will check my answers with the answer sheet. 

0 
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Part 11 Instructions: 



1. 
2. 
3. 



6. 

! 



-Match the answer in column B with the items in column A. Answers from B may be used more 
than once. 



In order to do this 



Drive a bookmobile 

If a teacher goes oa^o become a principal 
To be a curator of a good rpuseum, one will find 
that - 

4. In the casg of school superintendents - 

5. ' • In checking out books for people who corrie^to 

the library, you - ^ 
To be a librarian you - ^ 
Museum assistants- 
Teachers — 



you 

a. need only a high.school diploma. • 

b. ^ should have some college or technical 

school. 

c. must have^a college degree 

d. must get a masters degree in addition to a 
college degree. 

e. a masters degree is'endugh, but a Ph.D. wil 
help 
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Part III Instructions: 



1. 



2. 
3. 
4. 
.5. 
6. 
7. 
8. 



For each item select one of the following answers: . 
Y - Yes, this promotion ispossible without getting more education. 
N - N^this advancement is not possible without going beyond the minimum education 
requil-ed for the old position. 



To advance froPK 



Y or N. 



Bookmobile driver to checkout clerk 
Museum aide to curator 
■ Assistant superintendent to area superintendent 
Attendance aide to teachers aide 
Library technical assistant to librarian 
Teacher's aide to principal 
Teacher's aide to teacher- . 
Teacher to principal 
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Activity 2 



Dp not write on this form. 



Objective: I will assess current qualifications and compare them with those needed. 
Materials: This form and the reading in this MOG. 
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ACTJVITY 



Complete this suggested form by naming and describing at least one job family position or job that interests you 
at the professional and pre-professional levels. Discuss your results with classmates, instructor and other interested 
educational services job holders. 



Type of professional 
position that interests 
you. 



1. 



2. 



J 



Type of pre-professional 
position that interests 
-you. 

1. 



Qualifications 
Listed in Sources 



Codifications you 
can meet already 



Courses you can 
take in 
high school 



Volunteer work 
that gives needed 
experience 



How.will I know Tve done it correctly? 



jjake it-te^my teacher for^review. 
29 
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Activity 3a* 



r 



Do not write on this form. 

OPTIONAL EXTRA CREDIT ACTIVITY 



Objective: I will use available resources to research jo6 titles. 



Materials:' Job Card Box 



- NOTE: If there is no job card for you job title, do the next activity. 



ACTIVITY 



Before you begin this activity, read through the entire activity so you w. 



i'll know all the things you will be expected 



to do. 



1 . Select 2 job titles from your MOG to research. ■ 

2. Go to the job cart! box located on the resource table, .. 

3. Locate the job card for the job you are studying. 



Museum Aide 



I . Dictionary of Occupational Titles 
Pages 

II. Occupational Outlook Handbook 
Pages _l____iL_ 

1 1 1 .'^Encyclopedia of Careers 

Pages . ' ^ 



1 



, Look up and read the material listed under each of the three large reference books located-on the reference table. 
They will be listed on the card like 



I . Dictionary of Occupational Titles 

I I . Occupational Outlook Handbook 

III. Encyclopedia of Careers 
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^ ... 



book. 



If there is^no listing for a particular reference book, that nwans that there 



was no reference made to the job in that 



N'ow look in the Merit System reference books and locate the job title(s) you are studying. 
The Merit System references are listed like this: 



IV. Merit System 
State 

Job title 



28305 (reference 
number) 



• There may, not be a job title listing in each merit system directory (State and County) only the Merit systems listed 
on the job card are relevant to your job title. 

When using the state of Georgia Merit System reference: . • . 

' 1. Look up the job tiile and note the number code for that job. Example: Museum aide 30712 

2. Look up the number code in the number code notebook. This wjll give you the job description. 

Locate the Audio-Visual material listed on the job card. View one film/cassette program and answer the questions 
(see activity No. ). Review the other material. . ■ 

J 




EXTRA CREDIT y ' . 

Go to the library and find the books listed for your job title. Look over the books and select one to the checked' <\ 
out for further study (activity No. • ). 



VI. Card Catalog 



' Activity 3b 



Objective: To 



prepare job cards 



Do not write on this form. 

X 



for the study of an occupation 



Materials: Blank job cards, the attached instruction sheet. 
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ACTIVITY 



This.activity is to be done when there is no job card for your job title. Read through the eritire activity so you 
•will know air the things you are^expected to do» ^ ' 

Separate Instructions; • . 

1. ' If there.is no job card for the job you are looking for you will need to make a job card. 

2. Get some note cards from your teacher. ' ( * ' ' 

3. Look up your job title m the following books: 1 . Dictionary of Occupational Titles 2. Occupational Outlook 
Handbook 3. Encyclopedia of*X;iareers * , 

4. Write on the note cards the job title and the pafges the job title appears on in each book. ^ ^ 



Book 



Teacher 


— 1 

1 DOT 




137 


II 






III 







Job title 



page number^ 



■5. 
6. 



Look up your job,title in the Merit System notebooks (Gwinnett County and DeKalb County^are in folders). 
List the title and the code number for the,five'(5) Merit Sources (all may not be listed). 
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IV Merit System 
GA 

Atlanta 
Fufton 
Gwinnett 
DeKalb 



11362 



Go ttf the APRS' index file or Audio-Visual m^aterial. List the material (if ^ny) relevant to your job family Include 
fflms,filmstrips, cassettes, and tape recordings."* ' 




Checl<'the library card catalog ^rvj the APRS library; List the books and there library number on the card. 



' '\ Working ED. 742 ' 



Do not write on this form. 



Activity 3c 



ObjectWb: To answer questions relating to_the job card research. 
Materiais: Questions ' 




ACTIVITY 

NOW .ha, vou have investigated some job titles, you ^o.» be able to'enswer some questions. Use the information 
".VOuac"rlrom the jobcardsto help youanswerthequestions. Answer one set o„ues.,ons. or each ,ob t,tle 

investigated. ? ^ * ., , . 

Job Ard Questions 



1. Job title 



3. 



8. 



■No 



A 



Briefly describe what a worl<er with this job title does. 

What are the educational requirements oc training for this job? 

What sorts of experience, and skill would a workerwith this job titKr'require? . 

What is the general salary range for this job title* . , v 

ls.this job title in a growing field, one thatwill provide many job opportunities? Yes 
Briefly explain youl-'ailswer.* „ u.i*u>- 

What im^oo\ courses (if any) wdujd help you meet the requirements of this job title? 
D^o^n wiil be here ten years from now? Twenty .years? What about in the year2076? 

Briefly exi>iaiD. , • 
Would you I ike to have this job? Yes . No 

Briefly*explain your answer. 



How will I Know I've done it correctly? 



Vwill have my teacher review my answers. 
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EDUCATIONAL SERVICES' 
Employment Opportunities 



42 



Often it is as important to know about the types of jobs and careers that are going to be available as it is to know your own 
jobs goals. The'best thing'is when hopes or goals are in agreement with a favorable outlook for employment in an area of 
interest. Sources of inf6rmation about projections by the labor department and other interestejd^groups can be Very helpfuJ. v 



WHERE AM I GOING? 



You will be able fo request informat-ion from at lea«t,two sources of infdrmation that provide statistics and summaries on 
the employment outlook in Educational Services job families. You will^ also, be'able to compare your job goals With the 
prospect of jobs in your area of interest. 



HOW WJLL I GET THERE? 

1. Read the overview. ' 



2. 4 Participate in a field trip to visit job sites m this 
MOG. , * • ; 



^WWILL I KNOW ... BY • 

I will prepare a short statement of my emplgyment ( 
goals, comparing it with the outlook for employment 
in my area of.interest. 

I will complete two field trip forms to pi^are forland 
^evaluate the trip. * ' 
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J EMPLOYMENT OPPORTUNITIES 

For years there was a serious personnel shortage in the field of educational services throughout the United States. Pre- 
professional jobs were the result of this shortage. Teaghers said they had l.ttle time to teach and lil^ranans complained that 
fnformation was being produced faster than it could be handled. The use of aides was one answer to the problem. It ,s estimated 
that over four million people^are'in jobs in educational services in either para-professional or professional positions. 

• However the shortage of personnel seems to have ended, particularly in metropolitan and other highly populated places. . 
Ht is now more popular to talk of improving selection of staff and choosing the kind of personnel that will meet the educational 
service^needs of the population. other words, there is no longer the concern of insufficient numbers of workers, but how 
capable and well prepared are the employment seekers. ^ - ^ , 

p're-professionals will continue to play an in^creasingly importa^le-as library helpers or aides, teacher assistants and 
aides and museum aides. The\e are many ways that non professionals can assume re^onsibilities that help professionals do 
better jobs. 'Courses liave becime popular to certify that pre-profes?ionals have completed helpful education. 

Emolovment Outlook A numb'er of job^will be open each year even though t)^ overall need will not be as great. When 
you have four million people employed there wilfbe jobs^vailable from retirement and employee turnover. Turnover has been' 
~7s<much as'lO% in the past because teaching, in particular, was a first job after college training for many. After a brief stay many 
. moved on to busmess, having f am ilies.or Other interests. — ^ • ' 

' - - Information Sources . Yn,i nnn.p.tional Outlook Handbook which is generally considered an 

excellent source to describe the employment opportunitie_Lin educational services. State employment services as well as the 
United States Department of Labor often have single- copies of information free. Professional associations in education and 
^braries also have information that may be available in your cla^root. library. If not, the National Education Association and 
the American Library Association should be able to assist you. 

^The United States EmploymentService maintains (th7ough the statel) a free emi^loyment service in>st cities and towns. 
In addition to finding jobs, these age ncies offer job co unselling services an^ other related services. In Georgia, it would be called 
the "Georgia State Employment Service". It is a part'of the United StateslOepartment of Labor. 



Activity 1 • 



Do not wite oathis form. 



Objective: I will visit sites at which the MOG being studied can be observed. 
Materials: Field trip questions, f^ld trip evaluation form. 



ACTIVITY 



This activity is in two parts. Part 1 - The "Field Trip Questions" form is to be completed before you go 
on^he field trip plar^ned for this MOG. Part 2 The "Field Trip Evaluation" form is to be completed after you 



retufHi^rom the trip. 

1. Fill out the "Field Trip Questions" form. 

2. Your teacher will check your forffi! This will help in planning, the trip so that all of the students can 
see some things of interest. 

3. After the trip, fill. out the "Field Trip Evaluation" .form. 



How will I know I've done it correctly? . . . I will turn in the field trip forms to my teacher 
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FIELD TRIP QUESTIONS 



Place to be visited 



I would like to see the following jobs 



Y V 



I would like to talk to the following types of workers 



I would like to know the following about 
Salary — 



Working Conditions (where workers work) 
Hours , —1 



Educational Requirements 
Skills needed 



Equipment used (if any) 

Job mobility (advancement) — _ 

Things I can do n2w to prepare for this job 
What the workers actually do 




SO 
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FIELD TRIP EVALUATION 



ame 



Date of Trip 




Special job observed 
'^MOG being studied 

11 ^ ' 

1. In general, did'you enjoy the visit? Yes 

If no, explain briefly 



Did the trip help you better understand the Major Occupational Group which 
Why 



you are studying? Yes' No 




3. .a. What jobs in the MajOr Occupational Group did you se^ being performed?' ' ' , 
Which of these jobs, if any, would you like to have? 

c. What did you f ind.out about the requirements for jobs in the MOG? 

d. What did you find out about the kind of work (duties and type of work) do^ne by people in this MOG?- 




4. Additional comments about t^is trip 




5. Writeatwoparagraph,descriptionof a typical day of a worker. - 



•1 
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CULIVIINATIIMG ACTIVITIES- • ^ 

Now that you have finished this packet, you are eligible to observe yoi^r current interest di close range Mos^ob^ervation 
periods are for approximately one working day Full instructiorVare included in your package 

What you must do before you go. ' ^ ^ v^' . , 

1 . Read the instructions designed to prepare you for your visit. . (Observation Day) 
27-Read all activities scheduled for the day and b e cert a in you understand them 



f 



3 Coro-nlete all interview guides to be sure that you understand what each question means. 
4. Have your teacher check all^ activities, such as interview questions, before you le^ve. 

I- ... • V , 

TEACHER CORPS OBSERVATION DAY ACTIVITY ^ 

As a student who has expressed an interest in working in Educational SeTrvices, you are invited to spend one entire day in ^ 
an eleitientary^school setting.' During that day you will observe a teacher and a classroom otstuderits in their day to day activities 
During that day you will complete a senhs of activities designed to help yoa make the most of your day. In addition to the 
activities in the package, you will find a description of what to expect during the day. Please read this car^ly ' If you have any 
questions about ally of the conHnts of this package, ask your teacher before yog go to your site. 

Information on Rulestnd Conduct , . • ^ 

.During your stay at the observ<|tion site, you will be under the direct supervision of your assigned teacher and the principal 
of the school.- You are t(j follow' their instructions as if , they were your classroom teacher at t^J^gh school. You should be 
>neat, cle'an, and conservatively dressed,' You are to attract as little attention to yourself as,poss.ble. Ir^ addition to the above 
rules, you shouid.simply exercise good judgment and common sense in your conduct You will find below a list of "do's and , 
don'ts". Use them-as the guide for your conduct. ■ ■ ' ' , ' 



Smile • ♦ 
Be neat 

attentive 
Be pronnpt ' t 

Be^considerate 
Be courteous 

Speak up when asked^questions 



Smoke , * ' 

Wear sloppy clothes * 

Draw attention to yourself 

Be a "know it all" ^ 

Discuss individuar«tadent personalities;^th 

your friends ^ 
Disrupt any cl^s procedure 



ABbVE ALL ELSE REMEMBERS What occurs in the classroom is a private matter between the teacher, student, and the 
student's family. You ^re to^resp'ept that privacy and not discuss the beKavipr and actions of mdiv^idual students m casual 
J lQnyfirsatio n ^vvit bJtiends=orjiei9hbor.S : - . _ . 



r 



What will happen during the day?. 

, Actually the plan for the day is quite simple. Yoi. will arrive at the school at approximately 8:45 a.m., meet tte " 
principal and be assigned to your teacher for the day. At that point, you will go through^all of the activities of the day w,th 
that teachec^ At 3:30 you will be picked up and driven home if other transportation has no't been arranged. 



Q-V 
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Activity 1 



OBSERVATION OF A CHILD 



' Select one chi,d>d observe him or her for ^ m.nute period. Use this check list for writing down obse.ations. Select 
at least one child from one of the categor.es below. Complete this activity three separate times. 

I ' 

1 A chila who is active . . 

2." A child who is quiet 
; 3. A chil^who does not fit the physical norm. > 



(exl^emely tall, fat, or extremely smal 



V 



Age 



Date 



Time 



Wace'an Xm ,he appropriate column =s each behavior ,s observed. Do no, check a behavior you do no. observe. 



Behavior 



1. Accepts other children 

2. , Joins group activities ' 
Smiles or laughs frequently 

s happy . 



r 



Usually 



5 Tries new-activities 

B. • Speaks naturally 

7. Plans own activities 

8. takes turns willingly 
!\9. Shares^^ , 

10. Talks to adults * 

11. Accepts suggesti^qgip 



Sometimes 



Never 



i 



-List a'.to 10 actions you saw this child comiSletB during yoi3^, observation. 



Activity 2 



OaSERVATIOlM OF A GROUP OF CHOren' 



This should be completed \x least twice during the day. Try. to select two different kinds of^activ.ties. You m.g'h. as^ your 
supervising teacher when would b6 the best time to do this. ^ ' 

Select a small group of children ,o observe for'a ten n,inu,rperiod. Answerthe fo,lowir,g questions abou, ,he children ■ 

you observed. ' ^ . ' * 



Date 
Time 



Kind of Activity 



Wumber of childrenjabserved 



1. Did all the group behave inVthe same manner?" \ . ^ ^ 

«* ^ ■ , 

% • - ^ 

2. Describe priist'the different kinfis of behavior you saw in^e group 

^ 3. ^ -Did you ^e aay chifdren needmg-help.with aotivities? If so, wliat helpdid they need? 

4. Which child was the^ most independent? Why?. , ^ 

5. Did yo.u.see.a-chi!d^natGh-a-toy:Sr any otheV^tem/ra^rrfMend? 
. 6. What impressed -you the most during .thfe'timeWu were observing^ 




7. . Describe the ways you Siw children showin'g k 

■ . V, ' -^^ - ^ r ( - — ■ 

8. pid any oYthe chilqUsrffipt follow the directionVbiven by the 'teacher? 

.9. . Describe any. em;otiorrs.sliGwn. such as:anger,^adnel^ear;' affection. 



ection and friendliness toward the teacher and other children. 



r 
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Activity 3 



OBSERVATiOfJ OF A TEACHER 



, A. s.o.e pi durin; ,.e day, se,ec, a ,e„ .in.e penod when yo. .pe™.ln, .eacher'is ac,i.e. .n,a,ed in readin, 
3„d .pervisin, s<.den,s\con,p,ete pa.', 0. ,h,s ac,!.,>v. Se.ec, ano.he, ,en .in„,e penod and con-,p,e,e pan „. 

isfame of Teacher 

...Date , , 



Time 



u , 91 
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Kind of activity being coR(ducted 



,,. Place an >C in the appropriate coiu.a as each behavio. is observed. Do.o, chec. a behav.oP you oo not observe. 




Beha\yior 

1. Smiles 

2. I s patient with students 

3. Accepts 'student suggestions 

4 ""aUow children to, express themseivest 
.5! Exhibits patience 

6. Reacts wWto unexpected behavior 

7. ' Gives positive answers . , 

8. ' Has a friendly manner ■ ^ 

9. '^' Became upset 

10. ' Spoke harshly to students 



usually 


sornetimes 


I 

never 




y 
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ch yoi/^upervising teacher is involved. 



i 



''QuestionTv*'* 



1 What you leainaboun^ngsch^^^^ ^ 
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Activity 4 



PER§OWAL INTERVIEW 

yyo gam more mformation you have th.s suggested set of questions to use in a personal" interview. Ask for a time of about 



thirty minutes when ,t does not interfere wrth the^ork of your, supervising teacher to complete this activity. 



Place of work 




Length of workday: from 
Night or weekend work?^ Yes 
What is the'nature of t^after hours work if any? ' 
How would 



days per week^ V 



yoy^escribe the working conditions? 



A^e there;workers for whom-this person isVesponsi^ie? (if ye's, describe their work and the nature' of the interv.ewee's responsiWhty 



•To whom does the 'inte;-viewee answer? (Who is his 3uperibr or supervisor)? 
What kind of supervision or independence does he or she experience? 



What j^bs did the interviewee have that helped to gain the present position? 
What education? 



Whatpositions can he or she move up to without additional training? 

What positions could he get wit^ additional education? What sort of additional training? 



Is it Wo>tfciJUo the mterviewee to get the additional training? (i.e. Is there considerably more^responsibility, pay, free time, etc. in 
the next positib<)^up?) ^ _* X ^ ' 

k' \^ " '' F = '—M ' 

;lf the interviewee cpXId not have his or her present job, what would he or she do? 



Activity 5 ' - ^ / . * * . , . 

■ \ SUMMARY ACTIVITY 

Once you have completed your days observation you are expected to complete a summary activity. Your activity will 



consist of the following. 



1. CompPete the summary 'questions: Part I'and Part 1 1 . v • 

• 2. Malce a formal report or activity of one of the following: • ' 

a. arrange for people with-^imflar visits to develop a combined report on ^ , 

(1) tape ' ' * . ' ^- 

(2) panel discussion . « 

(3) ^ otder project developed by group . r 

b. develop an'individual > * 

* u \ ^ 

(1) visual' display . ' ^ \ , ' - ' ' ^ 

* ^ ' •« 

' • * (2) written summary ' . . 

• * s • 
j3) taped presentation ^ ' ' • . * ' 

Part I — Summary Questions . ' . 
1.. Do you think, you would fikfe to have your interviewee's job? (Why? Why not?) * 



2. *lf you had your interviewee's job, what would you do? (keep it/try to move up, etc. - why?) _ 



3. Aside from what the interviewee said, what do you think you would like best and I§j3st about the job^. 



* . * ) . .. 

4. . Did.your interviewee seem to be aware of his or hei^ own career options or did he ot; she seem more concerned with just staying 



ran I - ounmiary quBSiiafTsTOntinued > 



> • fir X 

6. The^things which I will remember most about the day. (Either a list or paragraph will do, bpt |i 
, . things which are significant".') ______ 



imit your comments to 



things did yoy.'See today that would make you want to be a teacher? 



.8. -What didyou see that would make you decide JMOT to be a teacher or para-professional? 



■ - ' -'^ ww...,^^,,Lcu wiuj bevere numan proDiems 

. for_which ,hsy can do li„le ,o change or atJeviaK. Teacher, are often confronted wi,h their own failure ,o do anything 
. which ,s .ignificam in the^rsa of learning. Given your experience today, w^a, would be y'our reaction to the above statement? 

Part M - Careersjn Education . ^ ' * - 

1. • What should be the favorite subjects of a student who is considering a career in education? ' " 

■'2. In what subjects-should students cohgidering a career in education be doing well? ' ' ' 

3. -What extra-class a^d extra-school activities would be helpful in preparing for a career in education? ' ' 

4. What are the advantages and disadvantages of a career in education? Do the advantages outwrfgh^the disadvantages? ' 

Woul(i'wofnen have a more difficult time in job opportunities? advancement? * 
6.^^^,What impact would a career in education have on one's daily life (e.g., salary, work schedules, vacation, etc.)? • 
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7. Is education a "9-to-5" job? Or do you have to devote a lot of your own time outside the classroom^ 

8. Is education a good career for a woman with a family? Why? ' Why not? 

9. What other occupations related to a careen in education might attract someone with interests, aptitudes, values,and nepds 



similar to those that are .important for this occupation? 



ntrv? Would ii I 



.10. Can a teacher/administrator work anywhere in the country? Would it be easy to move from district to district, city to city, 
State to state? Would it be better to work in the same school district for several years? 

' . ^ • ^ ' , ■ ■ / 

1 1 . What is the employment outlook? Are job opportunities growing in certain arpsis of education, .such as day care centers 
and voc^ional schools, w^ile declining in other "areas, such as private schools? ; ' ^. 



J 



12. Would the^raining you receive in edtfcation be helpful in other careers? Which d^es? 

13. Would an ex-newspapermaa mak^ a good teacher of jou*rnalism? Would an ex-actor be a good drama coach? Would work 
experience in the subject area be helpful to a teacher? * . • i ' 
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